
" .  . . . .. . . "  ,,.., _. ~ . . .:., . ~ . ,313- \b ... - .. . . 
1 

b 
u =  . 

APPLICATION FOd RECORDS RETENTION SCHEDULE WFle  OFTHE SECRETARY OP STATE 

R€WRDS MANAGEMENT DlVlSlON 
DEPmTYENT AND HISTORr 

INSTRUCTIONS: See Publication No. 76-AM-1 for instructions on completing this form.'forward signed original to 
hwnment  of Archives and Hiam, R w d s  Managemrnt Division, 330 Capitol Avenue, Atlanta, Gcocgia,--. 
Atmntion: Scheduling M o n .  

Georgia Department of Human Resources 

656-4835 

1. 0 Escibiim Rmntion Schsduk: m a d  will m t i n u  to accumulate. 
b. 0 01- of present accumulation: no further accumulation anticipated. 

Amnd A-&lica$on No. 73-402 Checkom: 0 Chanqe: BSu~ercade; 4 Void 
I bnngfsW1.r 
G r l k a  ' Latest 

1973 I t o  da t e  OCCUPATIONAL HEALTH FIELD SURVEY FILES 
L Dlrbbn ri;d Off ia  Punction 
The Division of Physical  Health is responsible  f o r  the adminis t ra t ion,  d i r ec t ion ,  and coordi- 
na t ion  of t he  phys ica l  h e a l t h  programs throughout Georgia. 
tablishment of hea l th  s tandards f o r  business ,  housing, f i e l d  operat ions,  and hosp i t a l s ;  t h e  
improvement of t h e  physical  and den ta l  hea l th  of a d u l t s  and ch i ldren ;  the d iagnos is  and con- 
t r o l  of d i seases ;  and t h e  d a i l y  State-wide program of r e g i s t r a t i o n ,  s ta t i s t ica l  coding, cer- 
t i f i c a t i o n  and preserva t ion  of t h e  b i r t h s ,  marriages, divorces ,  annulments of marriage, and 
deaths t h a t  occur each year i n  the  State. 
The Occupational Health Unit  has t h e  r e s p o n s i b i l i t y  t o  reduce t o  a lesser level t h e  occupa- 
t i o n a l  hea l th  hazards by providing a s a f e r  and h e a l t h i e r  environment f o r  the t o t a l  work 
populat ion. in  t h e  S t a t e  through recogni t ion,  evaluat ion,  and con t ro l  of substances and con- 
d i t i o n s  which may endanger the health of any workers a t  their  jobs.  

?. Aacord brim Dwription 

Docummtsrrlatingto: 

6. RIsordr SIrks Tide (followed by dtle upd in off&; if d i h t )  

I 

What is the function of th Divition and the Office in which this reaxd w i w  I S  uearsd7 

This is accomplished by t h e  es- 

This file contains rhe following documents linCude tom numbsnand tit&, if any): 
Attach urnpies of ttm file. 

i nves t iga t ing  workplace h e a l t h  hazards and recommending improvements f o r  
reduct ion of such hazards through education, t r a in ing ,  and consul ta t ion.  

Indudeduo: unnumbered forms: F i e l d  Sampling Report, which shows name, address  and phone 
nmber  of f a c i l i t y  surveyed; number oj 
employees; f o r  what sampled; sampling rate; method; name of i n d u s t r i a l  hygien is t ;  I 

date;  sample number; pump number; employees by name, work s ta t ion,  and t i m e  on and off 
Summary of OccupationaJ Health Activity shows da te ;  name of d i s t r i c t  ch ie f ;  d i s t r i c t ;  
p ro j ec t  numbers; date;  l o c a t i o n  of v i s i t ;  county; reason f o r  v i s i t ;  type of survey 
and r e s u l t s ;  l a b  samples; f i e l d  determinations; number of pebple a f f ec t ed ;  person * 

t ra ined;  to ta l  cos t ;  and n a m e  of person who made v is i t .  Mercury Survey ( typ ica l  examplc 
of s eve ra l  surveys planned throughout t h e  S t a t e )  shows name, address,  and phone number of 
f a c i l i t y ;  date;  loca t ion ;  reading and f l o o r  covering; and remarks. Laboratory -_ Requesi - - -  

d i s t r i c t  and county i n  which f a c i l i t y  is located;  

File 1s arrsnwd: a lphabe t i ca l ly  by county; thereunder, a lphabe t i ca l ly  by name of f a c i l i t y .  

I - 
1. Monthly R orin Hqw often am records referred to which ara: 

. .sewn to W l v e  months old lo 6 ; Thineen to twentyfour months old 
approx I! mate vnr 12 

one to six months 0% 
. twenty-fiw .months and older ** * ? 

Lrnr4n I dnwws ; -+qml-size drawers ; shalva : omer Isoaifv) 

- 1 - *  
1. Annual Rat8 of Aceurnuption &l Rlcorb  

- - 
J 

. 
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1; Awrod Dbposition hUucl[OM . This agency mommndr that thd fik series b cut off at the end of u~h: - 
then. ~ ~ 

. e Yau; o Fiscal Year: o Other ~. 

.~ .. 

@ Held in- axrant files area .mOnth(Sl war(s); then .. . . 

0 Transfar to loal holdirig area;,hold ~. year(s1: then . . .  

0 Transfor to Soa Aemrdr Cent8r; hold 
a Dnoov a l l  f i l e s ,  except those determined by the Unit Chief t o  require  long-term retent ion;  
0 l n n s f o i  to SUU Archives for prmsnent retention. 
0 othr lspKnLI , Center, hold 15 years; then destroy. 

vesits) ; then 

t ransfer  records t o  be held t o  the S ta t e  RecQrds 

a. s m m w  wan. d. Audit wiod - years. 
b. stmm of limiaticl" wars. e. Adminimatiw nsed yean. 

e , l k ( S e r t a  n records) 20 ws. f. Weral retention instructions m. 
records for those companies using substances be hazardous t o  the  hea l th  of 

workers, such as carcinogen beta- A m &  -W or oxcvt  of l a w s  or raguktions. Explain 
Naphthylamine (known t o  cause bladde 

.. 

cancer -- Augusta Chemical Company) 
o r  any other substances known t o  be 
harmful to the  heal th  of workers. 

CFR Guidelines f o r  re ta ining ce r t a in  records 

. , .. . 

, .  
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Application f o r  Records Retention Schedule 

OCCUPATIONAL HEALTH FIELD SURVEY FILES , Page 3 

7. (continued) 

shows name of o r ig ina to r ;  p r o j e c t  number; da t e ;  type of request ;  
sample descr ip t ion ;  ana lys i s  requested; labora tory  r e s u l t s ;  d a t e  re- 
ceived; d a t e  completed; name of ana lys t ;  name of approving supervisor .  
Also includea are narrative r e p o r t s  of v i s i t  t o  the f a c i l i t y  which covers 
personnel,  production, f low c h a r t  as t o  how chemicals are received and 
passed along in t he  p l an t ,  exposure of employees, medical program, and 
surveyor 's  summary as to condi t ions a t  t h e  f a c i l i t y ;  and r e l a t e d  cor- 
respondence. 



ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATEC -- 

Dates of Ser ies  
1970 - t o  date I Occupaticmal Health Field Survey F i l e s  

'*What is t he  function of t he  o f f i ce  i n  which t h i s  record series is  created? 

The Division of Mica1 Health, headed by the Director, is respcnsible for the 
administraticm, direction and wordma ' t ion of the Physical Health progmms in the 
State. Included are: 

1. The establishrent of Health Standards for b u s ~ e s s ,  housing, field OpeMtianS, 
(Health Standards Section) 

2. The hprovemnt of the health of the resident of the state directed tawards 

3. The diagnasis and ccmtrol of diseases (Disease Control Secticm) 
4. The supervisicm of ccmstructicm and Licensure of hedth  facilities, alcmg 

and hospitals throughout the state. 

adults and children. (Physical and Dental) 

with the Cancer Assistance PrOgMn (Medical Care Section) 

- -- 
1.This f i l e  contains the  following documents,(include form numbers and t i t l e s ,  if arUr, 

and f i l e  arrangement ) . 
lbcumnts relating to  the investigation of industrial health hazards and recamerdations. 
cm the reducticm of elimination of these hazards. Included are: 

1. cmspcmdence 
2. field survey 
3 .  labaMtcnyreparts 
4. reports t o  carrpany 

F i l e s  are arranged alphabetically by-ccunty and thersunder. 

ATTACH SAMPLES OF THE FILE 



13. Is t h i s  t he  Record Copy of t he  se r i e s?  

14.  Is there  a duplication o f  t h i s  s e r i e s  i n  another o f f i ce  o r  agency? 

15. Is the information contained i'f t h i s  s e r i e s  ever summarized o r  published? 
Attach copy of summary o r  publication. 

16. Does the  se r i e s  contain c l a s s i f i e d  information: requiring ~ s e $ h i t y  han,dling?, 

17. Does the  s e r i e s  i n i t i a i e ,  amend o r  terminate agency po l i c i e s  an8 procedG-es? 

18. Could the  function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? 

19. Is the  s e r i e s  ( o r  major portion of i t )  regularly microfilmed? If yes ,  why? 

I 

1 .  
f 
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20. Does the  record s e r i e s  provide data as  input t o  an EDP f i l e ?  

21. Does the  record se r i e s  contain documentation produced as EDP pr in tout?  

22. Has the  Federal Government issued ins t ruc t ions  governing the  retention,-ispo- 
s i t i o n  of  these f i l e s ?  

. -  . . .~ .. . . -  . , , .  . - . . . -. . .  ~ . ,  . .  .- . . . _  
23. W i l l  'ther.e be .a, need   for these' ,. - records 10, 15 years from now? If. 'yes-, what? . 

' [- j - -  [ x] 
~ .. . _______.. . .  - 

2k. R E Q U I R E S N T S . ~  The 'follow'iplg reqnire's-the '.f?les-;to be k e f i t - ' - -  -8 ' t ' years:  
i ~~ - ,- I :>- t . . . '  , > , ~  . , . .  , _  . ~- . 

a. ]STATE '.b. [ ]STATUTE OF '.c..~[ ]AUDIT '::a. IIFEDERAL' ' e:MADMINrSTRATIVE f .  []HISTORICAL 
LAW LIMITATION PERIOD ' ' 'LAW :,.-~DEC$SION ~, ' : ..  VALVE 

(Ci te  Law,' S tatute , .   or  other^ re&son..-jcor' the-:r&tent idn .req&reme~t) ' 
. ~ ,  ~ 

. .  .' ,-,_. ~ , ,  ., . .  . . .  . .. 
. i  , .  ,, , , ~  . -. . .  

. . .  ~ ,- .* . , . ~  . .  . .  
, , - .  . .  

- .__ 
25. AGENCY RECOMbE~DATIONS.  T h i s  agency recommends tha t  the f i l e  ser';es be cut of f  a t  the end 

of  each -[2CALENDAR YEAR - [  ]FISCAL YEAR -[]OTHER ,then : 

[ x] Hold i n  the current f i l e s  area ' ' month(s)/ 1 year(s): 
[ f i  Transfer t o  [ x! Sta t e  Records Center [ 1 Local Holding Area; hold 2 

[ 1 Transfer t o  S ta t e  Archives for. permanent .retention. 

year(s):  
. .~ .. . ,", .~ . -* - -~ . ( _  ~ t . . ,,. . . .  . .  . ,  . .  [ fi Destroy. .,- - - . / .  , 7 (. , 

[ ] Destroy immediately a f t e r  cut-off. ~- 
[ ] Other: (Specify) .. 

._. 
, . .  . . ~ , .  . . .  . 
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( Indica te  b r i e f l y  rat ionale  for recornendations above/or write addi t ional  r e m a r k s )  : 

are: 


